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Designed to correlate the subject natter of English 
vith that of pover nechanics, this course guide (1) provides the 
student vith the opportunity for utilizing the skills gained in pover 
nechanics to enter into a vocation and (2) provides the student vith 
enough knovledge to consider post-secohdary study. Objectives are 
divided into four categories — progran, perfornance, process, and 
activities. Included are all activities vith vhich a student vill be 
involved in a teaching situation, evaluation naterials, vorksheets, 
guides, and other Materials that can be used. Each unit concludes 
vith a bibliography vhich is preceded by a list of eguipnent, f ilns, 
and other supplies. The guide is divided into tvo volunes — this 
second volune covers letter vriting, oral conposition, insurance, and 
postal and banking infornation. (HOD) 
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UNIT IV 
LETTIR WRITING 

OVERVIEW: LETTER WEUTING AND JOB APPLICATION 

The purpose of this unit is to instruct the students to better cam- 

municatc effectively in business and everyday life. In order for them 

\o do this, they must develop skills used in writing desirable letters 

and io conducting interviews. 

A person may know correct letter forms, but if the letters he writes 

t 

are dull, rambling, or obscure, he is just as well off if he had not written. 
He is apt to receive no reply to a poorly vnritten letter* 

Writing is often the only practical means of communication, especially 
in the business world. When a person does "talk** to another by means of 
letter, the- wri ter should consider that the letter is really for the "receiver 
For a person to expect a reply, his letter ' should have good form, be clear and 
concise, and be grammatically correct* 

Anyone desiring a job can expect to be interviewed. To waste the time 
of a busy person is unpardonable, and it is a sure way of not being hired. 
This unit includes the correct way to conduct interviews. It also stresseti 
how to complete business forms. 

Knowing how to write good letters, fill out business forms properly, 
and conduct interviews are significant parts of man*s education. If he 
can do these well, he is likely to get and keep a job. 
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UNIT: LETTER WRITING AND JOB APPLICATION 

1-0-0 Throughout the lefLcr writing and job applicaLion unit, the students 
(4,5,6, will apply their ability to write acceptable friendly ;uid business 

7,8,9, letters with at least 80% accuracy,- using the ^'Unmailable Letter" 

10,11) check list as a guide p 

1-1-0 In order for the teacher to evaluate each student's level 61: 
writing business letters, he will ask each to write a letter 
applying for a jbb as stock boy in a grocery s'tore« The letters 
will be monitored by the "Unmailable Letter" list, 

1-1-1 Discussion used as an introduction to the unit 

A. Do you enjoy receiving letters? 

B, Why not telephone instead of write? (Explain cost at 
this point.) 

Co Do you create an impression of yourself when you write 
a letter? 

Do Dogs the form of a letter make i difference? \\rhy? 
E. Wliat are the two major types of letters? (Business and 
friendly) 

F« l^y are letters written in ink and not pencil? 
^ G» Wliat are the parts of a friendly letter? 

l-|l-2 List on the board the parts of a friendly l itter; explain each 
as follows: 

A, Heading - This is known as the where and the when of a letter 
It includes the street, city, state, zip code, and date. 

B, Salutation - The salutation is equivalent to saying "hello." 
It tells to whom the letter is written, 

Th-g Body - The body is considered the why of the letter. It 
tells why a person has written. It should be written in a 
convcrnational tone, using informal, standard English, 

D, Closing - The closing is the "good-bye" of a letter. 

E. Signature - A signature is the signing of one's name. The 
' signature may be one name or both. Why is it different 

sometimes? What part does a business letter have, that a 
friendly letter does not have? Inside address 'j 
1-1-3 Using the Letter Writing Kit, transparency #372.6, W. 
Students: 

Note punctuation and capitalization of the heading , salutation , 
and closing . 

•1-1-4 Students compare forms: business letter and friendly letter, 
1-1-5 Students write a business letter to any local grocery store 

applying for job as "stock boy." (Save this letter for later 
use.) 

1-2-0 The project teacher will supply each student with a list 

entitled **Unmailable Letters" to be used in monitoring letters, 

1-2-1 Hand out list "Unmailable Letters" ♦ 
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1-2-2 Discuss list., giving examples on the board if necessary, 
1-2-3 Students receive handouts: * ' 

(A) 1-2-3 A Correct form 

(B) 1-2-3 'B Incorrect form 
1-2-4 Discuss the two.Corins. 

1-2-5 Students evaluate their first letter by 1-2-2 and 1-2-3 (A), 
1-2-5 Use teacher-made transparency set "That First Impr ession^*' 
Discuss: Does appearance of a letter make any difference? 
1-2-6 Rewrite letter from 1-2-3 (B) into an acceptable letter. 
1-2-7 Score rewritten letters by list. 

1-2-8 Make a list of items people are apt to order, 

1-2-9 Study how to make out orders and fold envelopes; use guides 

1-2-9" (A) , 1-2-9 (B) . 
1-2-10 Using the words from activity 1-2-8, complete order forms' 

from several "parts shops/' Order at least three items. 
1-2-11 Use opaque projector to show work and evaluate by guides for 

orderSo 

/ 1-2-12 Students use Sears or Wards order forms. Order any four items; 

I one must be a garment that they want. The order is not to exceed. 

$120.00/ Figure tax, postage, and write a "void" check to pay 

for it. 

1-2-13 Use guides for orders and "Unmailable Letters*' for monitoring. 
1-2-14 Discuss use of "Speed Letters"; show examples. 

1-3-0 The instructor will discuss and give examples of letters chat 

get results. Students will be assigned letters to write and to 
evaluate by standards taught. 



1-3-1 Judge the clearness of a business letter. Read examples of 
clear letters and those chat are not 'clear; use references 
from bibliography. Use the following as a guide to evaluate: 

A. Is the inquiry clear and specific? 

B. * Why does the inquirer number and list his questions? 

C. Does the letter of reply answer all the questions clearly? 

D. In both letters, does each paragraph contain a single idea? 

E. Are the paragraphs a good length for a business - let ter? 

F. Are the sentences short enough to be readily understood? 
1-3-2 Judge examples of coherence in several business letters. 

A* How is each sentence connected with the preceding one? 
B, What words are repeated from previous sentences? 
1-3-3 Activity sheet 1-3-3 is an unorganized letter , lacking correct 
form and coherence. Watch for clues, such as connective and 
repeated words. 

1-3-4 Evaluate letters in groups , justifying corrections made. 
1-3-5 Refer to bibliography for references on letters of request, 
study these, 

1-3-6 Students write letters requesting manuals for their favorite 

car, motorcycle, camper, or truck. The tone and quality should 
be clear, concise, friendly, courteous, and brlef^ 
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1-3-7 Vsij "Aj);.r.:i ! : ! r Sct'iiiv,' LiLlirs.** Check for Lone, 

quality, cl«. n trunfUiness, and conciseness, 

1-3-8 Srudi-nts sl^^vild list on ib.v bo.ird occnslons for writing nc- 

kno\%*lcd)nnont . -ev q1iot:ld include the lollowing: 

A. Aeknviwl • d > i n/ m vipt ot monev 

H . Ac kn< )vv' K ( I , i !K-, I >u u i n t. s s pa pe r s 

C, Acknowled\:ini: orders (written or telephone) 

I). Con f irmi H)'. .ippoint rrent s 

K, Conlirmini; a rtlr.ratn 
1-3-9 Studv sjmple Lrrs ( oncerninki .icknowledgments. 
1-3-10 Study tin h.indouL :;!u » t ; arrangi it into correct form; then 

writ( an acl*now 1 «'d,:ri nt t it, place in envelope, and addriss 

i t propt r i V. 

1-3-11 Self evaluate, usiiv.: all lides studied for scoring, 
1-3-12 Students list on tin b(;ari the different types of friendly 
letter,s; int. lude not « s 

A. Thank- vou- not es 

B. Hospit al i t y not t s 

C. Invit.it ion no'c s 

D. Acceptance notes 

E. Re/^ret notes 

F. Congratulation notes 

G. Apology notes 

H. SNTTtpathy notes 

I. Cheer- up notes 
J. Friendly letters 

1-3-13 Study "Friendly Notes*' and then pretend you have begun working 
iiL a new job; write a letter to your former auto mechanics 
teacher, thanking him for the help he gave you, 

1-3-14 Choose three of the following situations and write a note for 
each. 

^ . A former teacher's rel<iLive has died. Write a sympathy nult.. 

B, A friend had a motorcycle wreck and broke his leg. Write him 
a **cheer-up note." 

C, An uncle has been promoted to the position of district manager 
of CLECO. Write a note of congratulations. 

D, Write a note to a friend inviting him to go to the car races 
with you, 

E, Choose a close friend, drop him a regret note, stating that 
you can not attend the beach party that he had planned. 

F, You broke a vase while visiting at a friend's house; write 
the mother an appropriate note, 

G, You have received an invitation from a friend to a dance 
Saturday night, December 19, from 8:00 to 12:00, Write 
a note accepting the invitation. 

1-3-15 Read examples of good friendly letters, 

1-3-16 Write a friendly letter to anyone you wish; address and mail it. 
1-3-17 Discuss pen pals and write for one if you desire. Address: 

Student Letter Exchange 

Waseca, Minnesota 56093 



1-4-0 The teacher will ndtnl nistcr, collccL, score, and compile r-sulf 
In reference to Icrivr writin>; skills taught, 

1-5-0 The teacher will emphasize to the students the different aspect? 

of job application as evidenced by the monitorial system durin>', 
this phase of the unit, 

1-5-1 Discuss handout, "Letters of Application." 

1-5-2 Review several letters of application; use l-^^l for cvaluatin, . 
1-5-3 Cut want-ads from newspapers; decide on ovih' warit-ad. Write a 

letter of application, ( 
1-5-4 Evaluate letters in small groups, usine handout 1-5-1 as a guid- „ 
1-5-5 Use the opaque projector for discussing three letters ranked 

(1) unmallable, (2) good, (3) excellent. 
1-5-6 Read chapters on "Interviewing" from several sources. 
1-5-7 Choose some of the filmstripj; view in small groups and discuss. 

A. "Finding and Holding a Job" 

B. "Getting and Keeping Your First Job" (Counselor's Office) 

C. "Your Job Interview" 

D. "Job Experience Kit" 

E. "Your Future As An Auto Mechanic" 

F. "Your Future As An Automobile Body Repairman" 
1-5-8 Discuss interviews; include the following topics: 

A, Preparing for the interview 

B, Opening the interview 

C, Carrying on the interview 

D, Concluding the interview 

1-5-9 Plan for students to study interviewing references "Business 
Personality Analysis"; discuss. 

1-5-10 After having studied interviewing, begin a personality improvement 
for yourself. Begin by mentioning your chief faults in appearance, 
social skills, and character traits, which you discovered while 
studying and discussing "Business Personality Analysis/' Work 
on these faults the entire year. 

1-5-11 Have a guest speaker talk about proper dress and interviews to 
the class. 

1-5-12 Oral report: Child Labor Laws 

A. Laws about proof of age 

B. Laws about hours you can work 

C. Laws about "hazardous occupations" 

D. Jobs teenagers cannot do 
1-5-13 Study social security forms. 

1-5-14 Have students go to the social security office and fill out 

forms for a social security number. 
1-5-15 Use the World Almanac for statistics study, "Education and Jobs," 

Check the following points: 

A, Education 

B, Job 

C, Salary 

D, Employment outlook 

E, Effects of dropping out of school 
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1-5-16 Study sevt r.il difft r' nr tvpes of omploymt'nt forms. Be able in 

fill out cac'i iov^' sori'rctlv, 
1-5-17 Study tho folK ii.,; lorms; S»? able to complete each: 

A. Personal loan 

B. Receipt 

C. UnemplovTrit nt 

D. Motor vehicles 

1-5-18 Have a class review by small group dlseuasion. Divide the c1;jss 
into small groups. Each group will outline on a transparency 
items learned throughout the unitt then present this before 
the class and compare :hcir items to those of oth^r groups. 

1-5-19 Write on the board a final combined outline of important 
events learnr d. 



Add it ional Activities 

1, Word usage 

Use additional activity sheets 1 (A) and 1 (B) . Label the 
machinery parts by choosing words from the following vocabulary 
list. 

battery horn 
fuel pump relay 
carburetor clutch 
sealed beam muffler 
tail lights absorbers 
heating coil insert 
nut bolt 

stud bolt 

2, lu adve t L iacrmcruco , uiaay abbrc:Vlat ions are used. Explain the 
following: 

A. wk, 

B. .gd._ 

C. oppty. 

D. advc. 

E. >r. 



F. schl»_ 

G. mos._ 

H. sal._ 

J. grad._ 
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1-2-2 UWUILABLE LETTERS 



1 . Misspelled word 

2. Word divided incorrectly at end of line 

3. Transposition of words or letters 

4. Letter too high on page 

5. Letter too low on page 

6. Letter too far to the right of page 

?• Letter too far to the left of the page 

8. Messy erasure or hole in papeT 

9. Material omitted or changed that obviously alters meaning of letter 

10. Omission of date line 

11. Omission of title (Dr., Mr,» Mrs.,) in inside address 

12* Omission of return address (Applies only when letterhead is not used.) 

13. Abbreviations for directions in inside address (N. for North) 

14. Abbreviations for type of thoroughfare (St. for Street) 

15. Incorrect punctuation marks for saluation and complimentary close 

(comma or colon after saluation and no punctuation after complimentary close) 

16. Right margin too ragged or uneven— more than six spaces between longest line 
and shortest line of body (A short line at the end of a paragraph is accept- 
able.) 

17. Elimination of punctuation marks between two Independent clauses joined by a 
* conjunction 

18. Elimination of comma after introductory clause ("if," "when," and others) 

19. Elimination of comma between words in a series 

20. Elimination of apostrophe to show possessive (man's car) 

21. Omission of enclosure notation when needed 

22. Omission of the zip code 
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1-2-3 (A) NATCHITOCHES MOTOR COMPANY 

780 Front Street (1) 
Natchitoches, Louisiana 
7U57 



2 or 3 spaces 



March 10, 1972 (2) 



Ford Motor Company 

135 East Michigan Avenue O) 
Kalamazoo Michigan 81673 

2 

Attention: Mr. G. F. McCrew (A) 

2 

Gentlemen: (5) 

2 

(6) 



2 

Very truly yours, (7) 

2 

^ p^^-^>'^''' (8) 

John Smith, Sales Manager (9) 
Natchitoches Motor Company 

(10) js:ba 

(11) Enc. 
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1. Letterhead 

2. Date 

3. Inside Address 

4. Attention line 

5. Salutation 

6. Body 



7. 
8. 
9. 
10. 



11. 



Complimentary close 
Signature 

Title or position in firm 
Identification line (on line 
with official title or one or 
two lines below) 
Enclosure 



SJK FENCE CO 
316 Strod St. 
Natchitoches, La 



Sept. 28, 19 

The Kims Jtenuf acturlng co, 
186 Parkway Sts 
Baltimore 18, >ld. 

Dear Mr. Ruggles, 

Mr. Smith of the Stewart Steel corp infons me that you 
arc ina position to supply us with sheet tnet^i lur our imediate 
needs Kindly inform us as to the arot., quality, & price of 
sheet metal you could ship us by Oct. 15. 
Out supply of sheet metal will be used up about Oct. 25. 

Very Truely Yours 



Asst. Purchasg. Agt. 



JCH: SR 



INSTRUCTIONAL MATERIALS 
EVALUATIVE MATERIALS 
BIBLIOGRAPHY 
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O-rri a, R B P/?£5 B //TAT i YB f 

tna'iJecL me. too, help create 
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page so Hiccir I ^^W/ Look like, cl 

piciuire m cu hci^d sof^e ^rcutne^ Then 
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(!)\Alill be. hicfh altefoi/iph Vci^li^e., 

G a rr cth E>f Sine55 tVlachines 
154 Hxgliway X So- 

71457 . 
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1-2-9 (A) GUIDE FOR WRITING LETTERS OF ORDER 

1« Study carefully the directions for ordering given in the catalogue 
or advertisement, 

2. Indicate the method of delivery to be used: parcel post, express, 
freight, or local delivery. 

3« State the quality of each article thai: you are ordering, 

4, Identify each article by its name, catalogue number, size, color, 
and price. 

5o Give the price of each article and the total cost, 

6, If you are to pay shipping costs and/or taxes^ determine the amounts 
from the directions in the catalogue and add them to the total price. 

7, Explain your method of payment: cash, CCD., charge, 

8, Use ink, 

9, Use "Unmailable Letter" list to check mechanics and form* 
10, Fold letter properly. 
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fOLDlNG THE BUSINESS LETTER 
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INVOICE NUMBER 

Ford Marketing Corporation 

AUTOLITE-FORD PARTS DIVISION 

DALLAS PARTS DEPOT 
P. O. BOX 37 
CARROLLTON, TEXAS 7S006 — 



^DEALER'S NAME ^ CODE NO. 


SHIP TOHIF OTHER THAN >*SOLD TO'1 \ 




W STREET ADDRESS 


^STMECT AODPIESS 


^DATE OflOERED 


^ Cir* AND STATE 


^CtTV AND STATE 


'A'OEALCR'S ORDER NO. 

PS 


INV. NO. 


ROUTE OR f*ICKUP DATE AND TIME 


^ HOW TO SHIP 


OFIN 


C.O.D. 


ORDER SCHEDULE NO. 



LIST IN NUMERICAL ORDER FOR BETTER SERVICE 



* UNIT 


PART NUMBER 


PART 
SERIAL \ 
NUMBER 


QUANTITY 
ORDINCD 


if UNIT 


(★) PART NUMBER 


RAPrr 

SERIAL 
NUMBER 


★ 

ouAWTrrv 

ORDIRED 


CA., GAL. 
ROLL. LB . 

PKG . ETC. 


CA.. OAL.. 
ROLL. L0.. 
PKG.. ETC. 
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1 - DEPOT RECORD COPY 



* TYPE OF ORDER 
(CHECK APPLICABLE BOX) 

I I STOCK ORDER 
I I fNTERIM 
Q UNIT DOWN 

NOTE ! IF UNIT DOWN ORDER ALSO RECORD. VEHICLE 
SERIAL NO. OR NAME OF WHOLESALE CUSTOMER. AS 
APPLICABLE, m PAfiJ NO. SECTION. ' 
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t 

\ BIN NO. NAPA DISTRIBUTION CENTER COMBINED PURCHASE ORDER AlUD INVOICE 



ACt:i NO 



YOUR ORDER NO. 



DATE 



SHIP 
VIA 



ZONE 



PAGE 



OF 



PAGES 





QUANTITY 


or 






, PART NUMBER 


DESCRIPTION 


CORE 


NfT PHicr. 

• OR 
niSCOUNT 


EXTENSION 


NET TOTAL 




OHDI.HtO 


HACK 




J 


cnut 


































o;'fi 






























034 






























04? 






























OV} 






























oc? 






























07 !i 






























oa,i 






























W1 






























ITO 






























t17 , 






























17b 






























1H3 






























I'll 






























l*« 






























■ Ifif, 






























U4 






























m? 






























»90 






























roe 






























716 






























77A 






























737 






























740 






























757 






























765 






























773 






























78 \ 






























799 














































TOTAl CORE PRICE 















FILLED BY 



CHECKED BY 



PACKED BY 



TOTAL 



CPOI 145-H 



202 



ERIC 



1-2-12 



SEARS 



SPEED ORDER BLANK 



FILL OUT THIS SPEED ORDER BLANK AND GIVE TO SALESPERSON. 
THIS IS A CONVENIENCE TO SAVE YOU TIME. 
THANK YOU FOR YOUR COOPERATION. 



Pa9« 


Catalog Numbor 


How 
Many 


NAME OF ITEM 


COLOR 
Pattom, Finith 
ln(t{alt, Etc. 


SIZE 
Wfidth, Longth 
Waltf, Intoam 


PRICE 
For Ea. Yd. 
Pair, Etc. 


TOTAL PRICE 
Add this 
coltfinn 


SHPG 
Add 
col 


WTS. 
this 

i/mn 












































































































































































































































































































































































TOTAL 
Cath Pric« 











Time Payment Q 

Acct. No. - - 

Sears Revolv. Chaise ^ 

C. O. D. 



MAMK TBLKPHONK 



CITV 

203 



TO: 



- SPEED LETTER 

FROM, 



SUBJECT: 



MESSAGE - 



DATE. 



-19_ 



SIGNED 

• REPLY - DATE ^ . 19 



SIGNED 

204 "RlClpTENfr RETAIN WhTte" COPY, RETURN PINK "cOPYT 
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These illustrations show basic internal combustion engines 
used in modern automobiles. As requested by your correspondence 
of September 10, we are sending you bulletins which illustrate 
overhead cam, four cylinder, V- eight, and in line six cylinder 
internal combustion engines, Mr, Griggs, our consultant at 
Natchitoches, will gladly serve you. If further specific 
information is needed, we shall be pleased to have you write 
to us. Training aids are also illustrated. You may find it 
more convenient to go directly to our Natchitoches branch. 



1-3-7 
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SCORING LETTERS 



NAME DATE 



LETTER 


PERCENTAGE 


SEMIBLOCK 
TEST 12 3 


I. Form 


507o ^ 










A, Choice of paper 












B. Ink 


5% 










C, Neatness (no blots, cross-outs, 

erasures) 


107. 










D. Margins and pa>u^ balance 


107o 










E, Punctuation 


207c 






















II. Content 


50% 










A. Suitability of tone 


107o 










B. Clarity of expression 


107o 










C, Logical correctness of 
paragraph division 


57o 










D, Word choice and phrasing 


157, 










E, Quality of opening and 
closing sentences 


57. 










F, Suitable salutation and 
closloj?. 


57. 
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1-3-10 Gentlemen: Please ship us two (2) heavy-duty shock absorbers, 
No. 1Y68, at your special price (? $4.50. They are to fit a 
Plymouth Cricket. Bell's Plymouth Company, 168 St, Louis 
Avenue, New Orleans, Louisiana 71488 



208 

1-5-1 

LETTERS OF APPLICATION 

The primary concern of a businessman looking for someone to employ for 
a certain job is to find the person best qualified to do the work. In decid- 
ing which of several applicants is the "best qualified,^' he often bases his 
choice on what he can learn about them in the letters of application they send. 
You can see, therefore, how important it is to be able to write a letter of 
application that will help, and not hinder, your chances of being chosen. 

When you write to apply for a job, keep in mind the main purpose of the 
letter — to give the prospective employer the kind of information that he needs 
in order to judge whether you are the right person for the position. In pre- 
senting the information, you will find it a good idea to follow this pattern: 

1) A brief opening paragraph telling what job you are applying for and how 
you learned of it 

2) One or more paragraphs telling your qualifications: age, educational back- 
ground, experience, special abilities that would be of value in the work 

3) A paragraph g"fving the names and addresses of two or three people to whom 
the employer can refer for further information about your qualifications 
(Do not give anyone's name unless you have asked his permission.) 

4) A request for a personal interview at the employer's convenience 
Remember that the letter itself will give the employer some indication of your 
ability and character. It is especially important, therefore, that your letter 
should look attractive and be free of usage, spelling, and punctuation errors. 
The tone should be friendly, but not too friendly. Say what you have to say 
as' clearly and as simply as you can, without trying to impress the reader- 

■'•Richard K. Corbin and others, Guide to Modern English 10 (Dallas: Scott 
Foresman and Company, 1965), pp. 252-53. 
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-5-r9 

2 

BUSINESS PERSONALITY ANALYSIS 
Do I make a good first impression? 

1. Is my weight approximately right for my age, height, and build? 

2. Is my posture erect but easy? 

3. Is my hair clean, smooth, and neat? 

4. Are my face and hands clean? 

5. (Girls) Is my make-up lightly and becomingly applied? 
(Boys) Is my face clean-shaven? 

6. (Girls) Do I keep my fingernails clean and fairly short and avoid 
vivid nail polish? 

(Boys) Are my fingernails always clean and short? 

7. Are my teeth brushed at least twice daily? 

8. Do I take a bath every day and use a deodorant and mouthwash 
when needed? 

9. Are my clothes clean, becoming, and appropriate for business? 

10. Are my shoes shined and the heels in good repair? 

11. Do I look happy and alert? 

12. Is my voice clear, pleasant, and well modulated? 

13. Do I enunciate distinctly? 

14. Do I produce all the vowel and consonant sounds correctly? 

15. Do I, by looking up in the dictionary the pronunciation of new 
words, avoid errors in pronunciation? 

16. Do I use fresh, vivid words that express my ideas exactly? 

17. Is my grammar approximately 100 per cent correct? 



1-5-13 



APPLICATION FOR A SOCIAL SECURITY NUMBER 
(Or Repfocemeni of Losr Cord) 
Inlo^niotion Fuiniihed Or Thi» Fortr U CONFIDENTIAL 
U* ln»tiuc1ion» on Bock. Pflni in Bloch oi Do ih Slw» Ink of U»t T^ptwrltti. 



Print FULL NAMC 

TOU WILL USE IN WORX 
OR BUSINESS 



(Mf-./tV/e Nomt rt Inifiol - n«r>i>. c^a»» tint } 



Prinii FULL 
rUME CIVEK 
YOU AT BIRTH 



- DO NOT WRITE IN THE ABOVE SPACE - 
fLo»i Nomf) ^. 



YOUR <Monrfil (Dari (Yrott \ 
OATEOF ! 



PLACE 
OF 

BIRTH 



TOUR PRESENT AGE 
fAg» on IqJ J birthdoyt 



MOTHER'S FULL NAME AT HER BIRTH fH.r mo.rf«fi nammi 



FATHER'S PULL NAME (R^t^crdfrnt* o( ^hmthm, (ivirtg w dmtjd) 



HAVE TOU EVER BE FORE APPL I E D 

POR OR HAO A SOCIAL SECURITY, NO KNOw YCS 

RA<LRQAD, OR TAX ACCOUNT NUMBER? p[ p"] {'l 



YOUR COLOR OR RACE 

WHITE NEGRO OTHER 

NO KNOw YCS ^ 




YOUR SEX 

M*LE FEMALE 



D a 



YOUR 

MAILING 

ADDRESS 



fNimi>9r ayd 5rr»«t. Apt No., P 0. Bai. or Rorof Rovtol 



(Zip C«dw) 



TODAT*S DATE 



TELEPHONE NUMBER 



TREASURY OEPARTMENT Intvmol R«y«nu« Sirylra 

ro RM SS-5 ' ♦ HI 



pn YOUR NAME HERE /ffo Noi PrMfJ 



ft«t«rn coinpl«i«<l application lo n«ar*«t SOCIAL SECUR I T Y AOMINlSTR ATK3N OFF ICE 

HAVE YOU COMPLETED ALL U ITEMS' 210 
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SEARS. ROEBUCK AND CO. Date 

APPLICATION FOR EMPLOYMENT 

TO PROTECT THE INTERESTS OF ALL CONCERNED, AN APPLICANT MUST PASS A 
HEALTH EXAMINATION BEFORE RECEIVING FINAL ACCEPTANCE FOR EMPLOYMENT. 



Mr. 

Name Mri. 
Miss 



laii Ftnl 
Morried womon give maiden nome 



Soiiol Security Number- 



(Preoie present yovr Soclol S«curtty Cord (or review.] 



Address^ 



City 



Zip Code 



Hovf long hove you 
Jived In Ihit City? 



Previous Address.. 



City 



Zip Code 



Preiont phone 
_or nearest phone^ 



Dote oi 
Birth 



Doy 



The Ad* Dlicrlmlnotlon in EmplovmAnt Act of 1967 prohibits discriminallon 
on the basis of age with reipect to IndFvlduals who ore ot feost 40 bul 
leif then 65 yan of ogo. 



Whot serious accidents, illnesses 
or operations hove you hod? 

Give Detolls ond Dote 



Hove you over hod o knee, . 
_heod or bock injury? 



Whot physicol defects or oilmenls da you now hove luch oi hernio, heorl trotible, kidney trouble or high blood preiiure, etc.? 
List here 



Number of Children- 
Single □ 
Married Q 
Widow{er) Q 



Seporoted Q 
Divorced D 



Agct_ 



Total number you support, including yourself-^ 



If husband or wife is employed in Ihe United Stotes, stote job held ond employer's name and oddress. 



Hove you ever been 
employed by Seors?- 



If so, when ond where 
-lost employed? 



Position- 



If never employed by Sears, hove you ever 

previously opplied for employment ot Seois? 

Hove you o relotive 

in employ of Sears? so, give nome_ 



l( so, 
where_ 



Relotionship- 



Dote of 

Applicotion 

Unit or 
. DepI, No- 



What is the tolol of your monthly payments for rent or home mortgoge, car, instollmeni ctccounts, etc? 

.Are you currently receiving Unemployment Compcnsotion benoflts? H yos, nome slote_ 



Education 


No. of 
Years 


Nome of School 


. City 


Yeor of 
Leaving 


Grod. 
uote? 


Course or 
College Major 


Averoge 
Gradet 


College 
Degree 


Grommor School 


















Jr. High School 


















Sr. High School 


















College 


















Other— give type 



















If someone odvised you to seek 
employment here, give nome 



For what type v#ork are 
you oppiying?. 



□ Port time . 
^ v*ork 



I om Q temporory . I om □ Port timt 

seeking Q permonent ^ ovoilable for [j Full time 

If port time, indlcote moximum hours per week 

reoson for seeking only port time employment 



-ond 



Hove you ever been convicled for other fhon o minor troffic violation? 
□ YES □ NO 

If yei, exploin^ -. 



Licensed to drive cor? □ YES □ NO 

Is license valid in this stole? □ YES □ NO 



(SEE REVERSE SIDE] 



NOT TO U FILLED OUT BY APPUCANT 
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HOURS AVAILABLE FOR WORK 


Mon. 


To 


Tues, 


To 


Wed. 


To 


Thurs. 


To 


FrI. 


To 


Sat. 


To 


I ilitary Reserve Mtgs.? 



INTERVIEWER'S COMMENTS 



Prospect for 



e Slomp- 



Dote of 






Emp. 






Dept< or 


Regular 


□ 


Div. 


Port-Time 


□ 


Job Title 


Job Title 


Job 




Code 


Grode 




Compentotion 






Arrongemont 






Monoger 






Approving 






Employe 


Rock 




No. 


No. 
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APPLICATION 

FOR 
EMPLOYMENT 

(PLEASE PRINT PLAINLY) . 

PERSONAL 



212 

RATE OF PAY EXPECTED: 

Hour: 

Week . 



Date; 



Name ^ 



Lait 



Fint 



Middle Initial 



Present address 

No. Street 

How long have you lived at above address? 



Social Security No. 
Telephone No. _ 



City 



Stote 



Previous address _ 
Dote of birth 



No. 



Street 



Sex 



City State 

Height ft 



How long did you live there?. 
in. Weight _ 



lbs. 



Mo. Ooy Yr, 

Marital Status: Single □ Engaged □ Married □ Separated □ Divorced □ Widowed □ Date of Marriage 

Pay rent? Monthly rent (if you rent) Own a car?_ 



Do you own your own home? 

Do you have any physical defects? 



_lf yes, describe 



Have you had a major illness in the past 5 years? If yes, describe 

Hove you received compensation for injuries? If yes, describe _ 



Position(s) applied for 

Would you work Full-Time Part-Trme. 

Would you work overtime^ 



Rate of poy e ded $ . 



_ per week 



_ Specify days and hours 
Weekend 



Were you previously employed by us?_ 



Jf yes, when?. 



List any friends or relatives working for us 



Friends 



Name 



Name 



Relatives 



Refationthlp 



Relation tkip 



Were you ever arrested? . 



Jf yes, describe in full 



If your application is considered favorably, on what date will you be avotloble for work? 19 . 



Does your wife/husband work? If yes, what kind? His oi h»r earnings $ per week 

Person that could authorize operation in cose of accident or emergency 



Nom« AddrMS 



Phone Number 

Are there any other experiences, skills, or qualifications which you feel would especially fit you for work with the Company? 



p;n 1/^"' Civil Rio^^ prohlbitt discrimination in employment 

L wtif becoute of roce, color, religion, lex or national origin. 



List below, beginning with your most recent, ail present and past employment 



Name end Address of Company 
and Type of Business 


From 


To 


OeKribe in detoil 
the work you did 


Weekly 
Storting 
Salary 


Weekly 

toit 
Solary 


Reaion for 
leaving 


Name of 
Superviior 


Mo. 


Yr. 


Mo. 


Yr. 

































II 



Name and Address of Company 
and Type of Business 


From ! To 1 Describe in detail 1 cj'g^l'p^ 
Mo. Yr. j Mo. Yr. j the work you did 1 5°,^"^^ 


Weekly 

Lost 
Salary 


Reason for 
Leaving 


Nome of 
Superviior 






; \ 
i : 

i [ 














' — \ — • ! 

i I 

! f 

! ; t 
^ i 




1 


• 1 1 



III 



Name and Address of Company 
and Type of Business 


From 


To 


Describe in deloil | eJ^J^in^ 

the worlc you did <■ 1 

' 1 Salary 


Weekly 
Loil 

Salary 


Reason for 
Leovtng 


Name of 
Supervisor 


Mo. 1 Yr, 

1 


Mo. 


Yr. 




1 ! 
















j i 






T 
i 

i 


1 

5 



IV 



Name and Address of Company 
and Type of Business 


From [ To 


Describe in detail 
the work you did 


Weekly 

Starting 
Salary 


Weekly 

Last 
Salary 


Reason for 
Leaving 


Nome of 
Supervisor 


Mo. 


Yr. 


Mo. 


Yr. 











































V 



Name and Address of Comoanv 
and TvD€ of Business 


From 


To 


Describe in detail 
the work yau did 


Weekly 

Starling 
Salary 


Weekly 
Loir 

Salary 


Reoson for 
Leaving 


Name of 
Supervisor 


Mo. 


Yr. 


Mo. 


Yr. 











































Hove you ever been bonded? If yes, on what jobs? 

May we contact the emp'oyers listed above? If not, indicate by No. which one{s) you do not wish us to contact 
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DEPAifM^Fjl' ?)r REVENUE. MOTOR VEHICLE DIVISION. BATON ROUGE. LA. 70821 
WUCATIOW FOn CEBTJFtCATF OF TITIE ^PiD fltfilSTflATJOW OR TRAMf E» OF TITIC AMD RBGiSWATWH 

IUj* lOf PiivHie Auin, Public IPissririRf, .^i. ^, TrAiler), ConjuUr Cojps. Amatuuf Radio. Ambulance ind Hearse.) 

Slll^lJlHL^.' . ' '" ^"^'—SUBMIT IN TRIPLICAT E 



Moio* No. [fiiM lo f9B7MrKl#Hl 



Scrltl Na. 11967 & Itiir Mt>d«Ul 



Licnnta Number 



City. I'ari^h niiJ SLU 



DHver't Licrnw? Number 



DO NOT WRITEIN ABOVE BLOCKS 



Ik^dy Slylf 



Color oj Vf hick! 



VEHICLE IS SUBJECT TQ CHATTEL MOffTSAGE yOLiOWat 



Ami" 



OWNKft'S SIOSaTurjE 



PREVIOUS TITLE 



ANY FAIAK ANSWKR t» A CNIMINAL orfCNSX «U«JCCT TO 
' «B,000.00 ON IMPRItONMINT NOT To KXCKKD 



I I We I ict^uirtd iht 
■ Ijovpcu from . 



0 A riHM. » 

4 YKA!*tt^<fAs^^. 



(StrMt) 



Tht> vfhirif It uu>d for 

Pawnt Li»n(« No. on 

If vehicle hfc» not ht««'i 
WITNESSES; 



(Stati) 




COMPUTATION OF TAX 



LOUISIANA 



PATtlSH OR 



LouitlBiu Salt* or Ue* Tax 3^ 



Tttle 

Trmif. S.6e 



Parish or Muoidpalitr SaIm Tax 



xxxxxxxxxxxx 



lie. 



CrsdJl fop Tax 
Paid to SUt< of 



XXXXXXXXXXXX 



Credit foT Ta« 
Pajd to City of 



t3^ 

Tram. 2.00 



XXXXXXXXXJCXX 



Grou Um or Satu Tax Due 



1*1* Ver^dor'a Compenaatlon 



Net Um or SaW Tai Du« 



n,„,ttv. ^'^ 30 Diiya or 
^'"•'*y= Frmetion Thfreof 



Inurfat i2%Per Annum 



TOTAL 
SALES 
TAX 
4 



TOTAL OP 
SALB8 TAX 
AND FEES 

4 



TOTALS 



R 2060P (R H/7i) 
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VEH 1 



RtrenQB Deputy Date Iwuad 

DO NOT DESTROY — ^EE REVERSE SIDE 



MCTlvn 1 









11 






i: 


V i 
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MaLerials Needed 

1-1-3 Letter Writing Kit #372.6, W 

1-2-2 List for each student, '/Unmailable Letters'' 

1-2-3 Handouts 

A. Correct letter form 
Bo Incorrect letter form 

1-2-5 Teacher-made transparency set, "That First Impression" 

1-2-9 Guide for studying How to Order (A), Row to Fold an Envelope (B) 

1-2-10 Order forms from several parts shops in town, 

1-2-11 Opaque projector 

1-2-12 Sears and Wards catalogues 
Order blanks 
Blank checks 

Transparency of zones for determining postage 
1-2-13 "Unmailable Letter" list 
1-2-14 Speed Letter samples 
1-3-1 Resource books 

1-3-3 Activity sheet of unorganized letter 

1-3-5 References on ItiLLcL of request 

1-3-7 -Appraisal chart handout 

1-3-9 References for acknowledgments 

1-3-10 "Letter Writing" Kit #372,6, W 

Handout, and envelopes for business 

1-4-0 Test handouts 

1-5-1 Handout: "Letter of Application" 
1-5-5 Opaque projector 

1-5-7 Filmstrips: 1. "Finding and Holding a Job" 

2. "Getting and Keeping Your First Job" 

3. "Your Job Interview" 

ERIC 
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4. "Job Experience Kit" 

5. "Your Future as an Auto Mechanic" 

6. "Your Future as an Automobile Repairman" 

7. "Job Hunting: Where to Begin" 

1-5-9 References from bibliography book list; 

Pahmphlets: "How to Prepare Yourself for Job Interviews" 

"You're Hired" 
Handout: "Business Personality Analysis" 

1-5-13 Social security form 

1-5-15 World Almanacs 

1-5-16 Employment forms of different types 

1-5-17 Other forms workers may have to complete 



SUPPLEMENTARY MATERIALS 

Films: "Automobile" (B & W - 13 mins.) 

(How an automobile engine works) 

(Why gasoline and air are explosive) 

(How the carburetor of an automobile works) 

(How the engine is cooled) 

"Automotive Service" (B 6e W - 11 mins.) 

(An overview of the jobs in the field of auto mechanics) 



WRITING DIFFERENT KINDS OF I£TTERS 

Cassette tapes: "Tmrk and Bus Mechanics" #4581 
"Vending Machine Mechanics" #4581 
"Auto Body Repair" #4575 
"Auto Mechanics" #4575 
"Auto Salesman" #4551 
"Auto Service Advisor" #4551 
"Auto Parts Counter Man" #4550 
"The Gas Station Attendant" #1171 
"Auto Parts Counter Man" #4550 
"The Gas Station Attendant" #117-1 

"The Job Interview" #117-A (With filmstrip, #117-A) 

Listening Stations 
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Filmstrips with recordings: 

*Vhat is Your Future in the Changing World of Work?" 
(Recording #12-8-2; Filmstrip # 3-2-A) 

"Automative Mechanic" 

(Recording # 12-8-2-C; Filmstrip 8-2-C) 

"Automotive Sales Representative" 
(Recording # 12-8-2-1; Filmstrip #8-2-1) 
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1-A-O Letter parts and forms 

!• Correct the following headings. Be careful about punctuation, 
capitalization, and arrangement. 



A. 


marietta ohio 81496 


802 state street 


July 25 1958 


B. 


feb. 14 1971 


miami florida 71421 


713 walnut street 


c. 


box 35 route 3 


dallas texas 71594 


august 10 1970 


D. 


route 1 box 56 


natchitoches la, 71457 


9-11-70 


E. 


10/22/70 


ruston louisiana 71270 


box 621 



II, Friendly Letter: 

On a sheet of paper draw a neat rectangle about the size of a 
letter. In this space write the correct heading, salutation, 
closing, and signature for the following letter. Use today's 
date. Make lines to represent the body of the letter, 

Susan Phillips, 123 Cypress Avenue, Natchitoches, Louisiana 71457 
She writes to her girl friend. 

Ill, Business Letter: 

On a sheet of paper draw a neat rectangle about the size of a 
letter. Using modified block style, in this space write cor- 
rectly the heading, the salutation, closing, and signature for 
the following business letters: 

A, george williams, 492 west kirkland road, clyde, south 
Carolina, is writing to the manager of the smith and 
lind tractor company, 680 east avenue, Columbia, south 

Cai. Ui. J. Lfci uJ>£.j.y» 

\ 

B, You are writing to the subscription department of Popular 
Mechanics . The Hearst Corporation, 57th Street at 8th 
Avenue, New York, N, Y. 10019. 

IV, List five (5) guides for business letters. 
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DIRECTIONS FOR COMPLETING MONITORIAL SHEET 



A« Heading Information : 

!• Class: Enter the name of the Interest-Based Curriculum Area, eg. 
Math For Industry * 

2. Teacher ; Enter name of teacher. If more than one teacher is in- 
volved, give the name of the teacher managing the instructional 
activity. 

^* Pate t Enter the date of submission of the monitorial sheet. 

4. Objectives ( By Number ) : Enter the numbers of the interim-performance 
objectives covered by the monitorial sheet. Process and task level 
objectives should not be entered in this area of the form. 

5« Time Interval: Specify the beginning and ending dates for the in- 
dustrial activities covered on the particular monitorial sheet. 

^« Line Item Information : 

1. Objectives: Enter the number (s) of the process/task level objectives 
implemented to bring about the behaviors specified in the interim- 
performance objectives noted in A-4 above. Do not specify interim- 
performance objectives at the line item level. 

2. Estimated Time : Enter the estimated time for completion of each 
process/task objective. This should be noted in terms of days to 
the nearest tenth. One day is equivalent to the instructional 
activity period for the given curriculum area for a single group 
of students. 

3. Actual Time ; Same as #2 above in terms of actual days and tenths 
of days utilized to carry out the line item objective. 

4. Date Completed ; Date of completion of the instructional activity, 

5. Teacher's Initials; Initial each line item to signify completion 
of the instructional activity. 

C, Additional Information ; 

1. Oblectives Not Covered (List By Number ); List those process/task 
objectives not implemented in the instructional activities for 
the given interim-performance objectives. 

2. Objectives Altered or Added (List By Number ; State Adjusted Objective 
on Back of Sheet ) ; Complete as specified. 



Natchitoches Central High School 
Natchitoches, Louisiana 

Monitorial Sheet 

Class Teacher Date 



Objectives (By Number) 
Time Interval: 



Estimated Actual Date Teacher's 

Objectives Time Time Covered Initials 



Objectives Not Covered (List By Number) 



Objectives Altered or Added (List By Number; State Adjusted Objective on 
Back of Sheet) 



UNIT V • 
ORAL COMPOSITION 



. OVERVIEW: ORAL COMPOSITION 

There is a great need for accurate coiranunication today, and the English 
classroom is a good place to develop the comniunication skills,' One skill * 
that is widely neglected in English classes is speaking. Speaking is im- 
portant to high school students, for it is a vital and necessary part of 
self-expression* Too often oral communication in the classroom consists 
of teacher-centered 'Miscussions'V and stilted, boring reports. Students 
can see no. relevance to their world in these fabricated speaking experiences. 

An oral composition unit integrates the interests of the students with 
research skills and practical speaking experiences. It gives the young 
people a chance to face their peers and expound upon issues of concern 
to them* Such a unit is handled exactly the same way as a written com- 
position unit. The students will choose a topic, do research, outline 
a composition, and prepare a bibliography. Instead of writing an actual 
report, they will prepare a talk to present to the class. 

The purposes of this unit are varied: first, it will build the student's 
confidence in speaking before groups; second, it will provide opportunities 
to use reference sources from a library; third, it will prove the value of 
organization and planning in composition; fourth, it will bring worldly 
relevance into the education process; fifth, it will provide outlets for 
self-expression on a higher level than many young people normally use. 

In this oral composition unit, the teacher will guide s not dominate. 
The students will have group sessions, even group reports, in which the 
exchange of ideas will create a lively atmosphere in the classroom. This 
exchange of ideas is a first step toward communication. If young people 
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can openly discuss issues in a student-centered atmosphere, and if they 
can organize their thinking, then they are en route toward being better 
communicators. 
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People fail to get aloiig because they fear each other. 
They fear each other because they don't know each other. 
They don't know each other because they have not properly 
conununicated with each other, 

-Martin Luther King, Jr.^, 
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UNIT: ORAL COMPOSITION 



1-0-0 At the end of the oral composition unit, the students will demonstrate 
(4,5, their ability Lo present effectively their ideas of self-expression 
10,1]) through organization, creativeness , and perseverance at a 707o accuracy 
of a teacher-made student performance chart. 

1-1-0 During several class periods teacher will emphasize the im- 

portance of obtaining good o. l^^ation throughout the oral com- 
position program as evidenced t>y the project monitorial systemo 

1-1-1 View film: "Discussion In Democracy" Black & White, 10 minutes, 
(Coronet) „ 

1-1-2 Spend time in classroom reviewing Readers ' Guide , 

1-1-3 Spend time in library using Readers ' Guide . 

1-2-0 During several class periods, the teacher will assign certain 

individuals to give oral presentations concerning power mechanics 
as evidenced by the skills acquired in their speaking and listening 
unit, 

1-2-1 Spend forty-five minutes in library choosing a subject and checking 

out appropriate materials, 
1-2-2 Spend time in classroom reading materials from the library^ 
1-2-3 Give oral presentations concerning topic, not over two minutes 

in length, 

1-2-4 Students evaluate presentations by using handout sheet, 

1-3-0 During several class periods, the teacher will define the term 
"discussion" and explain to the students the different types of 
discussion as evidenced by the project monitorial system, 

1-3-1 Explanation of the five-step discussion plan 

A, Definition of terms 

B, Analysis of the problem 

C, Suggested solution 

D, Choice of the best solution 

E, Plan for putting the solution into operation 
1-3-2 Explanation of the round table discussion 

A, Need a leader to keep the discussion going, 

B, Include everyone present, 

C, Use in committees, 

D^ Follow the discussion plan. 
E, Participate informally, 
1-3-3 Explanation of the panel discussion 

A, Takes place in front of an audience 

B, Need a leader, 

C, Follow an outline, 

D, Need about four to six members on panel in front of an 
audience, 

E, Begin with short talks on various phases of the topic, 

F, Follow with informal discussion concerning questions raised. 
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1-3-4 Explanation of the debate type discussion 

A. Need to have opposing teams. 

B. Need to follow a rigid pattern in the order of speaking, 

C. Need to have speakers come to a speaker *s stand to give 
opening remarks, 

D» Need to appoint a chairman to state the question in debate 
and introduce the speakers. 

E, Need to relate the object of debate as a contest of skill. 

F. Need to have a panel of judges to detennine the winner. 
1-3-5 Assign oral reports concerning these types of discussions* 

1-4-0 During several class periods, the teacher will explain the proper 

technique for compiling a resource unit as evidenced by the project 
monitorial system. 

1-4-1 Pick broad categories to produce more variety. 



A. 


People 


B. 


School life 


c. 


Civil rights 


D. 


Religion 


E. 


Local politics 


F. 


Mi litary 


G. 


Higher education 


H. 


Drug problems 


I. 


National politics 


J. 


Conservation 



1-4-2 Assign detailed note-card summary reports of magazine articles 
pertinent to somewhat more specific subject areas^ 



A. 


Automobi les 


B. 


Space 


C. 


World hunger 


D. 


ESP 


E. 


War 


F. 


Cinema 


G. 


Skin diving 


H. 


Power mechanics 


I. 


Pro- football 


J. 


Racing 


K. 


Rai Iroads 


L. 


Radio 


M. 


Highway safety 


N. 


Machine safety 



1-4-3 List sources by making bibliography cards. (Use handout) 
1-4-4 Explain the topic and sentence outlines for use in organizing 

thoughts. (Use filmstrip) 
1-4-5 How to paraphrase on a note card. (Use blackboard and handout) 
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-2 THE READERS' GUIDE * 

Some of the most interesting and up-to-date material on your subject 
will be found in magazines^ In order to locate such material, you should 
use one of the guides to periodical literature found on the reference 
shelf. 

Best known and most useful of these library aids is the READERS' 
GUIDE TO PERIODICAL LITERATURE. It is published semimonthly from 
September to June, and monthly in July and August, Begin with the 
current issue and continue with the bound volumes for recent years 
until you have found the information that you want. 

Articles in the READERS' GUIDE are arranged alphabetically by 
author and by subject. When you have found the subject related to 
your research problem, run down the list of titles until you find 
those which seem most likely to answer the questions in your mind« 

Entries in the READERS' GUIDE contain numerous abbreviations. 
A key to the names of the magazines and to the abbreviations used 
may be found at the front of each volume of the guide« A sample 
entry follows: 

Answers for armchair pilots. H. Wilson. Diags. 
Flying 49:34 I Jl '51 

This entry means that an article with diagrams entitled 
"Answers for Armchair Pilots," written by H. Wilson, appeared in 
the magazine Flvlng ^ volume 49, page 34 and following, the July, 
1951-, number. 

* The New Bui lding Better English 12 
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1-2-1 Hints for choosing a topic* 

A. Consider yourself. Choose a topic about which you know a great 
deal or in which you feel a vital interest or a desire to know 
more. 

B. Consider your audience. Choose a subject in which your listeners 
are interested or in which you are sure you can make them take an 
interest. 

C. Analyze the occasion. Be sure that your subject is in good taste 
for the particular time and place. At a football rally, for ex- 
ample, you would not encourage people to study for exams! 



* The New Building Better English 12 
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-2-2 Limiting the subject"'^ 

After you have chosen a topic, select one phase of it to develop„ 
Anyone can speak on a general topic, but only an authority on some small 
phase of a broad area increases your confidence and at the same time 
enables you to offer new and unusual information to your listeners. 

Deciding on a purpose* 

There are three general purposes for speaking: 

A. To inform. Here you give the how or the what of a topic, 
with the aim of getting your listeners to believe something. 

B. To persuade. Here you give the why , with the aim of gett^ing 
your listeners to do something. 

C. To entertain. Here you merely try to give your listeners 
enioyment. 

*The New Building Better English 12 
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1-2-4 Evaluation" 

The following questions provide a good basis for analysis. 

A. Was the subject well chosen and properly limited? 

B. Did the first sentence of the introduction get the attention 
of the audience? 

C. Was the purpose of the oral presentation evident? What was 
the purpose? 

D. Were the general statements or main ideas kept at a minimum 

so that they could be completely supported? How many ware there? 

E. Was there adequate support for each main idea? 

F. Were the main ideas arranged in an order that was easy to follow? 

G. Was the conclusion satisfactory? 

H. Did bodily activity aid or hinder the communication of the ideas 
that the voice was expressing? 

I. Was the voice full of life, and did it have variety in pitch, 
rate, and loudness? 

Jp How would you rate this speech: excellent, good, fair? 
* The New Building Better English 12 
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THE DISCUSSION OUTLINE * 

Definition of terms . Much time can be saved in formal discussion 
by having the meaning of all words in question clearly understood 
at the outset by all members of the group. Sometimes very limited 
definitions will have to be impostid; in other cases, broader and 
more flexible meanings can be adopted. 

Analysis , of the problem . After terms have been defined, the pro- 
blem must be analyzed: What caused it? What is its past history? 
What contributing factors make it what it is? How important is it? 
Answers to ^hese and similar questions will aid the group in under- 
standing the problem. 

Suggested solutions . At this point each discussant contributes 
every solution that he can think of, not with the idea that any 
one of them is the best, but with the idea of presenting for 
consideration every possible solution. 

Choice of the best solution . After shifting the pros and cons 
of each, the group now decide which solution has the most merit. 
The solution that they choose may be "best" because it is the most 
immediately feasible, because it is the most economical, because 
it benefits the largest group concerned, because it has the best 
long-range possibilities, or because of any other factor. Few 
solutions meet all these requirements. 

Plan for putting the solution into operation . If they can do so, 
the discussion group should plan to put the solution into operation 
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The type of question will determine whether the plan will involve 
direct, concerted action or only passive acceptance. 

* The New Building Better English 12 
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1-4-3 Compiling a working bibliography 



A bibliography card for a book contains the following information: 

A. The author^ s name (last name first) 

B. The title of the book (underlined) 

C. The edition (if other than the first) 

D. The place of publication 
Eo The name of the publisher 

F. The date of publication 

G. A brief statement of the contents 

H. The call number of the book 

I. The name of the library 



Example of a bibliography card for a book 

Macpherson, Tom 

DraRfiing and Driving , New York: Putnam, 1960^ 

796.7 

M 

School library 

A bibliography card for a periodical oi an article follows the 
same general rules as do bibliography cards for books. 

A. The title of the article is put in quotation marks. 

B. The title of the periodical is underlined. 

C. The volume number and year are given. 

D. The page or pages on which the article occurs are given. 



Example of a bibliography card for an article 

Cannon, Grant 

"Nitrogen Will Feed Us.'' Atlantic Monthly , CXCII 
(September, 1953), 50-53. 
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BP^l • ography Cards 



4_ 

"Education," World Book Encyclopedia (1952 edition), Encyclopedia 
V, 2196-2207. 



B 



Jones, Vernon. Youth Decides . Evanston, Illinois: Book 
Row, Peterson, and Company, 1952. 



C 



Riseman, David, "Where is the College Generation Magazine 
Headed?" The Atlantic , CCVII (April, 1961), 
39-45. 



D 



Rhodes, Charles. Guides to Choosing Colleges . Pamphlets 
(1962), Washington; Fox Publishers, pp. 46- 
52. (or all) 



Notes 



Slug The Man 

"Everything about this man is exaggerated, his 
voice is too loud, his color is too flushed, his 
gestures too sweeping, his comments too noisy" 
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SUPPLEMENTARY ACTIVITIES 

A, Discussion in vocabulary usefulness 
Ig Wny do we have words at all? 

2^ Is it possible to think without using words? 

i 

3* How do we learn what words mean, other than by using the dictionary? 
4c How can a broad vocabulary be a key to success? 

5. Why is communication important? 

6. How does your vocabulary reflect your attitude? 

B, Surveying a student dictionary 
1« How to find a word 

2. How to use the dictionary for spelling 

3« How to use the pronunciation guide 

4« How to use the definitions 

5. How to read the etymologies 

6; How to use the synonyms and antonyms 

7. How to use the usage notes 

C, Possible words to be analyzed by the students 

accept - except advice - advise 

affect - effect to - too - two 

there - their - they're corps -corpse 

brake - break quiet - quite - quit 

counsel - council - consul meet - meat 

coarse - course of - off 

forth - fourth , sit - set 

write - right - rite alley - ally 
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D, Speed Game 

Assign certain words to members in the class. First student to find 
that word and give the correct definition is the winner, 

E, Using New Words 

Students are assigned new words in class. Then they must look up that 
definition and make up a sentence using the word correctly in that 
sentence. 
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SUPPmiENTARY ACTIVITY 



Steps to follow in presenting a talk: 

1. Read each statement. 

2. Arrange them in chronological order. 

Make an outline 
Choose topic 
>Iake bibliography 
Take notes 
Practice 

Collect materials 
Present talk 

List in chronological order the three basic elements of a good talk: 



2. 



3. 
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INSTRUCTIONAL MATERIALS 
EVALUATIVE MATERIALS 
• BIBLIOGRAP\{Y 



MATERIALS NEEDED 



1-1-1 Projector and film 

Film: "Discussion in Democracy" 

1-1-2 Handout 

1-1-3 Library services 

1-2-1 Library services and handout 

1-2-2 Books from the library and handout 

1-2-4 Handout 

1-3-1 Handout 

1-4-2 Notecards (4 x 6) 

1-4-3 Handout and notecards (3 x 5) 

1-4-4 Fllmstrip: Kit # 39 

1-4--5 Blackboard 
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DIRECTIONS FOR COMPLETING MONITORIAL SHEET 



A. Heading Information : 

1. Class: Enter the name of the Interest-Based Curriculum Area, eg. 
Math For Industry. 

2. Teacher ; Enter name of teacher. If more than one teacher is in-- 
volved, give the name of the teacher managing the instructional 
activity. 

3- Date : Enter the date of submission of the monitorial sheet. 

4« Objectives ( By Number ) : Enter the numbers of the interim-performance 
objectives covered by the monitorial sheet. Process and task level 
objectives should not be entered in this area of the fonn. 

5. Time Interval : Specify the beginning and ending dates for the in- 
dustrial activities covered on the particular monitorial sheet. 

B. Line Item Information : 

1. Objectives : Enter the number(s) of the process/task level objectives 
implemented to bring about the behaviors specified in the interim- 
perforuance objectives noted in A-4 above. Do not specify interim- 
oerformance objectives at the line item level. 

2. Esclmated Time : Enter the estimated time for completion of each 
process/task objective. This should be noted in terms of days to 
the nearest tenth. One day is equivalent to the instructional 
activity period for the given curriculum area for a single group 
of students. 

3. Actual Time ; Same as #2 above in terms of actual days and tenths 
cf days utilized to carry out the line item objective. 

^* Pft^s Completed ; Date of completion of the instructional activity. 

5i Teacher's Initials : Initial each line item to signify completion 
of the instructional activity. 

^« Addir.ional Information : 

1. Objectives Not Covered ( List By Number ) : List those' process/ task 
objectives not implemented in the instructional activities for 
the given interim-performance objectives. 

2. Objectives Altered or Added ( List By Number ; State Adjusted Objective 
on Back of Sheet ) : Complete as specif ied. 



class 



Natchitoches Central High School 
Natchitoches , Louisiana 

Monitorial Sheet 

Teacher 



Objectives (By Number)_ 
Time Interval: 



Date 



Objectives 



Estimated 
Time 



Actual 
Time 



Date 
Covered 



Teacher ' s 
Initials - 



Objectives Not Covered (List By Number) 



Objectives Altered or Added (List By Number; State Adjusted Objective on 
Back of Sheet) 



UNIT VI 

POSTAL, BANKING, AND INSURANCE INFORMATION 



OVERVIEW: POSTAL, BANKING, AND INSURANCE INFORMATION 
To be a knowledgeable citizen today, one must be somewhat familiar 
with the postal, banking, and insurance operations of his state and 
nation. 

The purpose of this unit is to acquaint the students with the many 
services these businesses have to offer the public. The unit has two 
segments; the first is the postal service and the second concerns banking 
and insurance. 

In the first section, postal services, the students are taught to 
have a profound appreciation for the history of the postal service, re- 
alizing it has not always been as easy to send or receive mail as it -is 
today. They are taught the classes-of mail in the United States, the 
importance of zoning, and different postage rates. In addition, they 
learn what materials are mailable and unmailable, plus types of freight 
and what items are usually sent that way. 

In the second phase of the unit, banking and . insurance information, 
the students become aware of the many duties performed by banks and in- 
surance companies. Reading and questions (that are most relevant to the 
student themselves) are presented. The information is pertinent in that 
it contains activities the students will encounter. By correlating this 
unit to everyday living, the students ^ihould be better able to meet their 
financial needs as adults. 
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Postal, Banking, and Insurance Information 

1-0-0 During teacher selected intervals, the students will demonstrate 

(4,5, their knowledge of postal, banking, and insurance information by 

10,11) at least a 70% accuracy score on teacher made tests. 

1-1-0 la several class periods the teacher will discuss important 

functions concerning postal, banking, and insurance Information, 

1-1-1 Panel discussion: "History of Mail Transportation" 

A. Before public mails 

B. Beginning of public mails 

C. Colonial days 

D. 1700's 

E. Civil War period 

F. Early 1900's 

G. Recent developments 
1-1-2 Discuss dif ferentypes of mail 

A, First and second classes 

B. Third and fourth classes 

1-1-3 Freight is most important to power mechanics people. The class 

will discuss the types of freight, and when each is most likely 
to be used. 

A. Rail 

B. Truck 

C. Air 

D. Bus 

1-1-4 Oral report on mail zones 

1-1-5 Class makes a mural: "Classes of Mail and Postage Rates. 

1-1-6 Students make a poster: '^Important Postal Dates." 

1-1-7 Read from several sources information on stamps through the 

ages; discuss. 

1-1-8 If a student has a hobby of collecting stamps, he may give 

a report on it. 

1-1-9 Invite a stamp collector to class to talk and display his stamps. 

1-1-10 Invite a guest from the post office to speak on the United States 
postal service. Have him demonstrate how to obtain a money order. 
1-1-11 Discuss mailable and unmailable matter. 

1-1-12 Make a chart showing the ten major zones of the United States. 
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1-1-13 Divide the clns.^ into two groups. Use the World Almanac 
and v;rite zip codes for the following: 

A. Bloomington, Minnesota 

B. Durand, Michigan 

C. Wickford, Rhode Island 

D. Navy Yard City, Washington 

E. Kodiak, Alaska 

F. Ruston, Louisiana 

1-1-14 Students define and make sentences with the following. Be 
sure each is applied to the postal service, 

A. registered E. special handling 

B. C. 0. D. (collect) F. certified mail 

C. insured G. money order 

D. special delivery 

1-1-15 View film: "Letter Writing and Postal Service." 
1-1-16 

Read about the civil service system; have a discussion. 



1-2-0 The teacher will administer, collect, score, and compile a short 
evaluation on the postal services. 

1-3-0 The teacher will conduct several segments of this unit emphasizing 

banking and insurance information as documented by monitoring certain 
written and/or oral activities. 

1-3-1 Learn the following vocabulary; know how to spell each. 



1. 


bank draft 


21. 


loan 


2. 


void 


22. 


counterfeit 


3. 


certified check 


23. 


cashier's check 


4. 


bank endorsement 


24. 


certified check 


r 


UctlltN. L u p L 


25. 


traveler's check 


6. 


collateral 


26. 


barter 


7. 


restrictive endorsement 


27. 


mint 


8. 


deposit slip 


28. 


bills of exchange 


9. 


purchasing power 


29. 


legal tender 


10. 


inflation 


30. 


monetary system 


11. 


interest 


31. 


speculation 


12. 


depositor 


32. 


bonds 


13. 


bank draft 


33. 


interest.' 


14. 


government bonds 


34. 


principal (face) 


15. 


promissory note 


35. 


time period 


16. 


charge account 


36. 


bank discount 


17. 


installment account 


37. 


ticker 


18. 


stockholder 


38. 


ticker tape 


19. 


Federal Reserve System 


39. 


insufficient funds 


20. 


mortgage 


40. 


Federal Deposit Insurance 




Corporation (FDIC) 
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41 o insurance . term 

42, premium 49. limited payment 

43, per annum 50, survivor 

44, beneficinry 51, collision 

45, policy 52, liability 

46, face of policy 53. deductable 

47, endowment 54, deductible 

1-3-2 Studenbs read available resources on banking and insurance, 
1-3-3 Use handout as a guide; answer all the questions, 
1-3-4 Discuss rules for writing checks; include: 

A. Complete stub for personal record, 

B. Write clearly and accurately in ink, 

C. Never attempt to alter a. check, 

D. Do not erase, 

E. Write the payee's full name. Example: Joseph Anderson 

F. Begin -writing at the left, fill in complete dollar line 
as • 

G. Do not make out a check to "cash" or "bearer," If lost, 
it can be cashed by the finder, 

1-3-5 Have a guest speaker from the bank, 

1-3-6 Go on a field trip to a local bank to observe its operations. 
Plan questions beforehand so that the experience will be 
educa t ional . 

1-3-7 Students do oral reports on "money" used in various countries. 
1-3-8 Have a committee to make a display showing correct forms for 

credit instruments, ^, 
1-3-9 Divide the class into small groups.; have them view the following 

film strips: (A) "Insurance" H-2 

(B) "Interest--Borrowing and Investing" H-1 

(C) "Commisslon--Meaning and Application" H-3 
1-3-10 After having viewed the films, use some of the problems in 

them for class work, 
1-3-11 Students read literature on cars; then go on a field trip to 

ask questions to the car salesmen concerning , purchas e, 
1-3-12 As a class project, decide on the purchase of a car seen on 

field trip. Use information on banking and compute the cost. 
1-3-13 Discuss up-keep of the car. 
1-3-14 Two students report on the stock exchange. 

1-3-15 Have a student or guest to display his coin collection and 
tell about it. 

1-4-0 Teacher will administer, collect, score, and compile an evaluation 
on banking and insurance. 

Additional Activities 

Activity 1: Vocabulary Building 

Activity 2: Checking Your References 

Activity 3: Sharing Your Thinking and Experience 
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1-3-3 Banking and Insurance 

Directions: (A) ReaJ resources and answer the following questions 
on paper, 

1. Where did the word "banking" originate? 

2c List services ihat banks have available for public use, 

3, List and define the different types of banks, 

4, The dollar that a person deposits is not just resting there; 
it is working; explain how, 

5, (A) What is barter? (B) When did It begin? (C) Why don't 
we barter today? 

6, Why write checks; why not pay in silver money? 

7, List ways the government makes use of credit. 

8, Sam Smitz borrowed money from a local bank to purchase a 
new car; he signed a mortgage. What is a mortgage? 

9, l-Jhere are the United States mints located? 

10, Wlien and- why was the Federal Reserve System organized? 

11, Why do banks charge interest on loans? 

12, How many Federal Reserve Banks are there; where are they located? 

Directions: (B) Read materials that will help you answer the 
following. Discuss, 

1, What are some careers in banking? 

2, Banks pay interest. Explain, 

3, Why is credit expansion called the "heart" of banking? 

4, If you buy a car and make a loan at the bank, you must sign 
a note. What does signing this note mean? Is signing your 
name enough; what happens if the note is not repaid? 

5, Discuss the following types of insurances: 

A, Life E. Hospital 

B* Automobile F, Health and Accident 

Fire G, Old age and survivors 



D, Crop 



256 




1-3-5 

NATCHITOCHES, LA., , 19 

FOR VALUE RECEIVED, we the signers, endorsers, guarantors and sureties, and each of us in solido, promise 
to pay to the order of THE PEOPLES BANK & TRUST CO., Natchitoches, Louisiana. 

the sum of __DOLLARS, $ 

at THE PEOPLES BANK & TRUST CO., Natchitoches, Louisiana 

In monthly tnstolments of $ and a final instrlment of $ , the first to beeoma 

balance of Instalments to be paid on the same date of eoch month thereafter until paid, at the office of The Peoples Bank & Trust Co.« 
Nctchitoches, Lo., with Interest after maturity at the highest legal rate. 

Uiid«niiKii«d hvMbr waiv* pr«s •fitment, protest and fiotice of protett and all benefit of Yftlaatba, ftppTAliemtBt, ud howeet— d «r other 
exenptiofi lews, and arree tc pejr all expenses incarred in oollectioa. ineladinc 25% of tbe anpald balaaeo hereof as «tton«y*s foee tf pkeod with 
an attorney for collection after defaalt. If any Instalment hereof is not paid when doe. the total nmoant owine horeoii shall he t e iu e Immedi- 
ately dae and payable at the option of the holder hereof. Underaisned a#re« to pay aathorlsed F. H. A« "late ehavse" (§« per $1, aasrimva 
IS) on any Instalment more than 16 days past due. 
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(fdentificaiion of Trensaction— f^ .Jkart MortQago on R«sfdenc« or Other Security Intereit) 

Notice To Customer Required By Federal Low: 

You have entered into a transaction on : which may 

(Date) 

result in a lien, mortgage, or other security interest on your home. You have a legal right 
under federal law to cancel this transaction, if you desire to do so, without any penalty or 
obligation within three busjri^s days f rom the above date or any later date on which all 
material disclosures required under the Truth in Lending Act have been given to you. if you so 
cancel the transaction, any Her, mortgage, or other security interest on your home arising from 
this transaction is automatically void. You are aiso entitled to receive a refund of any down- 
payment or other consideration if you cancel, tf you decide to cancel this transaction, you may 
do so by notifying 

THE PEOPLES BANK & TRUST CO. 

p. O. Box 578 
NATCHITOCHES, LOUISIANA 

by mail or telegram sent not later than midnight of . You may 

(DaH) 

also use any other form of written notice identifying the transaction if it is delivered to the 
above address no later than that time. This notice may be used for that purpose by dating 
and signing below. 

I hereby cancel this transaction. 



(Date) (Cuatomer'a lig nature^ 



EFFECT OF RESCISSION. When a customer exercises his right to rescind under paragraph (a) Sec. 226.97 of Regu- 
lation Z and Sec. 125 of the Act, he is not liable for any finance or other charge, and any security interest becomes void 
upon such a rescission. Within 10 days after receipt of a notice of rescission, the creditor shall return to the customer 
any money or property given as earnest money, downpayment or otherwise, and shall take any action necessary or 
appropriate to reflect the termination of any security interest created under the transaction. If the creditor has deliv- 
ered any property to the customer, the customer may retain possession of it. Upon the performance of the creditor's 
obligations under this section, the customer shall tender the property to the creditor, except that if return of the prop- 
erty in kind would be impracticable or inequitable, the customer shall tender its reasonable value. Tender shall be 
made at the location of the property or at the residence of the customer, at the option of the customer. If the creditor 
does not take possession of the property within 10 days after tender by customer, ownership vests in the customer 
without obligation on his part to pay for it, 

I acknowledge receipt of 2 copies of this NOTICE OF 
RIGHT OF RESCISSION and NOTICE OF EFFECT OF 
RESCISSION. 



(Date) 

Whita Copy, Bonkj Canary Copy« Cutiomvr; Blue Copy, Cuitomar; Pink Copy« Aftornty. 



^ ^ j-nusmzaB systems 



(S!gnatur«) 
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p. O. BOX 578 
NATCHITOCHES, LOL/ISIAWA 

r^SCLOSURE STATEMENT OF LOAN 



Loan Number Date., 

Borrowers (Name and Address) 



Net Proceeds $ Annual Percentage Rate — % 

Other Charges: Payable in consecutive monthly 

Credit Life Insurance $ installments as follows: 

Property Insurance $ - DUE DATE OF PAYMENTS 



CACH •UCCE8SIVC MONTH 

$ ^ ^ 

Amount Financed $ „^ AMOUNT OF PAYMENTS 

Finance Charge % 

Total of Payments — . ^- — 

INSURANCE 



In compliance wilh Public Law 91-508, in connection with your application for a loan, a routine inquiry may be made which will provide 
certain information concerning your general reputation, financial history, personal characteristics and mode of living. In addition, should 
you request Credit Life and/or Disability Insurance the Insurer may also request a similar report. Upon your written request^ within a 
reasonable time, additional information as to the nature and scope of either or bocb of these reports will be provided you. 
PROPERTY INSURANCE, if written in connection with this loan, may be obtained by borrower through any person of his choice. If 

borrower desires property insurance premium to be included in this loan, the cost will be $ for a term of 

_months. It being understood that such property insurance is to be mainUincd for the full term of the loan and Sthe 

borrower shall be responsible for obtaining such insurance for the remaining term of the loan after expiration of initial term of insurance. 
CREDIT LIFE insurance is not required to obtain (his loan. No charge is made for credit life insurance and no credit life insurance \is 
provided unless the borrower signs the appropriate statement below: \ 

The cost of Credit Life Insurance will be . ^for the term of the loan. For the purpose of acquiring such insurance, 

I hereby state my age to be years as of my nearest birthday. (Co-maker or endorser 

states age as years.) It being understood that no credit life insurance is availabSe or applicable in the event actual age is over 

65 years. In the event of misstatement of age and applicant is over 60 but under 65, only the amount of insurance that could be purchased 
with the at>ove premium shall be payable. 

I DO NOT want Credit Life Insurance I desire Credit Life Insurance 

Z. 

DATE SIGNATURE DATE SIGNATURE 

REBATE FOR PREPAYMENT IN FULL. If the loan contact is prepaid in full by cash, a new loan, refinancing or otherwise before 
the final installment date, the borrower shall receive a rebate of precomputed interest computed under the Rule of 78*s. 
DEFAULT OR DELINQUENCY CHARGES. Each insUJlment shall bear interest at the rate of 8% per annum from date of maturity 
until paid. 

In the event this transaction is within the I^uisiana Direct Vehicle Loan Act or Motor N'ehicle Loan Act, any installment in default 
10 days or more shall bear delinquent charge of $5 00 or 5% of the amount of the installment whichever is less. On other loans, a service 
fee of $30 will be char god if the payment is 3 ')ys lat« and $1.00 if 10 dayi Ute. The boir o w c i acknowledges that such late charges may 
be deducted from his payment 

! ' ' . 

SECURirr 

i This loan is secured by ^ 



I ACKNOWLEDGE RECEIPT OF A COPY OF THIS STATEMENT 

O / / 
ERJC Witness Bo^owe^A^l__ 
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1-3-5 



TELEPHONE REFERENCE CHECK FORM 



Dote. 



Person Contocted« 
Compony Nome 



CAUTION: Do not coil appliconf'<; pfeient employer without^ perm i s s ion of the applicont. 
19 . 

' - His Title or Position . . : 

■ ] ■ Address & 'Phone ' _ 



•Hello, Mr.. 



this is.. 



, I wish to vefify information given by_ 



- |ti^>[ilit r>(|m»> 



AS K THESE QUESTIONS 



who is opplying fof a lob with us.' 



WRITE tNFORMATIOH BELOW 



1. **He states he was employed by' you from 



1. Yes. 



Is that cor/ec t?" 
2. WKot w«:tr. h,s duties^ 



If no, octuol dotes: frorh_ 



_No. 



3. .What were !iis stoiting orid leoving earnjngs' 

4. Whot p-"- tp rjc o< hi s eojnings were commissions? 

5. (.If Au-^c' Sni n TL.t Haw many units d id he a ver oge o month? 

6- How cl'd^c ■:Tr:'Dor':''?o your other men on earnings ' 
orid ^oSes ? • , , 

■7, Why. did ycu : »i Jiioigo ? , . ' 

Then he wo'; not one of your better men? 

Would you hove Wept him if . 



I. . : . - — : : — " v 






M wt.ni})' , . > 






a:' ■ ' 










,.\»b«iif»':i> 






5. ' 
















6^ 
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THE PEOPLES BANK & TRUST CO. 

P. 0. Box 578 
WATCHITOCHES, LOUISIANA 71457 
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Date 

Name and Address 

Race, color or minority group 



Age of Applicant, date of birth 



Description of property. 



Description of improvements. 



Descriptions of improvements to be made. 



Appraised value of property and improvements $ 
Appraised value of improvements xohe made $ _ 



Net Proceeds $ 
Terms of Loan , 



Date Loan is approved. 



Annual Percentage 
Interest Rate 



0/ 



Monthly, Annua), or other payment 
$ 



Date of disapproved. 



Reason loan is disapproved 



COMMENTS 



Loan Officer 
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Activity 1: Vocabulary Ruilding* 
Directions 



bodily injury insurance 
(public liability) 



Choose the correct definition from each group 
that best defines the column on the left. 

1, Insurance that pays for damages caused by 
the insured^ s automobile to other person's 
property 

2, Insurance that pays for injuries caused by 
the insured's automobile to persons not 
riding in his car 

3, Insurance that pays for injuries suffered 
by persons riding in the insured *s auto- 
mobile 



collision insurance 



comprehensive coverage 



1. Covers damages to the insured* s automobile 

2, Covers damages caused by the insured^s 
automobile to the property of others 

3m Covers (iamages for personal injury caused 
by the insured's automobile 

1. Insurance that includes all types of pro- 
tection available to automobile owners 



deductible clause 



2. Automobile insurance that combines fire 
and theft coverage with hail, failing ob- 
jects, windstorms, glass breakage, and 
similar causes of damage 

3. Insurance that protects the insured against 
any possible loss due to an accident with 
his automobile 

1, A provision stated in a collision insurance 
policy, making the insured responsible for 
paying part of the damages himself 

2. A reduction in the premium charged for 
collision insurance because of a good 
driving record 



3. 



A provision of collision insurance where- 
by the Insured agrees to pay any damages 
exceeding a certain amount 
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medical payments 
coverage 



Pays medical expenses for anyone injured 
by the insured's automobile 



2, Pays for medicines used to treat victims 
of an automobile accident 

3. Pays medical expenses of the insured and 
passengers in his automobile 



property damage 
insurance 



1. Insurance that pays for damages to propert 
other than an automobile 



2. Insurance that pays for damages caused by 
the insured's car to any type of property 



3. Insurance that pays for damages to the 
insured' s car 



* General Business for Everyday Living 
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Activity 2: Checking Y....r References* 

1. What are some of the risks automobile owners face? 

2. I'Tnat responsibilities will an insurance company assume for an 
automobile owner? 

3. What are the most common types of ;.nsurance coverage available to 
automobile owners? 

4. Which type of automobile? insurance is of most importance to the 
automobile owner? Why? 

5. Bodily injury insurance is always stated in two figures such as 
$10,000 - $20,000. Explain the meaning of these two figures, 

6. In what size units is medical payments insurance purchased? 

7. What is the main difference between collision and property 
damage insurance? 

8. Under a deductible clause in a collision insurance policy, what 
responsibility is assumed by the car owner? 

9. What types of losses are included in comprehensive coverage? 

10, What are five factors that affect the premium rates of automobile 
insurance? 

11, Why are women drivers, 25 years of age or under, not charged addi- 
tional prpmi'jme 2s HrivprR in this age bracket are? 

12, Why might the premium rates for automobile insurance vary within 
a state? ^ 

1? >/hat things should a diuver do when he has an automobile accident? 

14. What type of information should be written down when an accident 
occurs? 

15. Why is it importanc for the insured Lo report an accident .o his 
it lurance company as soon ^s possible? 

16. How have traffic accidents increased our cost of living? 



^General Business for Everyday Livi ng 
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Activity 3: Sharing Your Thinking and Experience* 



1» Would automobile insurance still be needed if everyone drove carefully? 
Why? 

2. Why do you think some states require automobile owners to carry bodily 
injury (public liability) insurance? Is it required, in your stated 

If so, what is the amount required? 

3, After bodily injury insurance protection^ which type of automobile 
insurance do you think it is most important to have? Why? 

4, What reasons can you give for the increase in premium- rate (a) when 
a car is used for business purposes? (b) when a car is driven by a 
male driver under 25 years of age? 

5. Why Ao you think medical payments coverage is usually purchased in 
units of $500, while bodily injury protection is often purchased in 
$10,000 - $20,000 and even $30,000 - $100,000 units? 

&• Have any of your friends or acquaintances lost their driver's licenses 
or had them suspended because of traffic violations? Discuss. 

7. Do research and conduct a panel discussion: "Youth Drivers vs. Older." 



*General Business for Everyday Living 



INSTRUCTIONAL MATERIALS 
EVALUATIVE MATERIALS 
BIBLIOGRAPHY 



BliI 1 eCin Board 

or 
M'lrril 



BAMK^ ANP BAHKINO 

IN THE UNITED 3TATE3 










ECDDD 




1 




CDODD 

4 



Federal Reserve Banks - Federal Retv i ^> 'iiks, bankt-rs* banks, do not 

deal with t' iic. Regular banks join the 

System by pui v ij.jsln^' F ederal Reserve bank stock. 



5 



Ml I f iJ 



I J mi .1 •! •( 



"national Banks - National TTants, of which there 
I are nearly 5,000, must join the 

Federal Reserve System. These 
banks primarily perform commer- 
cial services* 



Slate Banks - Stat e- charted! banks, VhicV 
number about 9,000, perfot 
many services. State bank 
may or may not choose to 
join the Federal Reserve 
System^- 



»SERV1CE3 op 




Commercial services tndlude handling 
savings and checking accounts and lending 
money to business and individuals at a 
current rate of interest. 




Lngs services provide a nafe place for 
deposits of money, and pay a low rate of 
interest on investments made from these 
deposi t: s • 





a^^ ^vlces refer to those involving 
FRIO administration of an estate left in trust 

a minor or another person incapable of 
"™uStlng tor it. 



tnvestTTient services include underwriting 
stocks and bonds that are offered by 
corporations for sale to the public. 
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^ Hatorials Needed 

1-1-3 Materials for making a mural 

1-1-4 Materials for making a poster 

1-1-8 Gu<?st from the post office and supplies 

1-1-12 Materials for class chart 

1-1-13 World Almanacs from the library 

1-1-14 Film: ^'Letter Writing and Postal Service" 

1-2-0 Handout: Evaluation 

1-3-1 Vocabulary list aay be typed and given; or write it on the board, 

1-3-3 Handout 

1-3-5 Guest speaker from the bank and supplies 

1-3-6 Transportation for field trip 

1-3-8 Materials for commit tec work 

1-3-9 Film strips: (A) "Insurance" H-2 

(B) "Interest-Borrowing and Application" H-3 

(C) "Coinniission- -Meaning and Application" H-3 

1-3-11 Transporcacion for ileiu Liip 

1-4-0 Handout: Evaluation 

SUPPLEMENTARY MATERIALS 

Films: "The Pony Express 

"Your Postal Service" (B & W, 18 minsj - The inner workings 

of the United States Post Office. 

"Science of Money" 
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T Thorp. Prescott H. Stamp Collecting , Why and How. 
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Eviiluation: Postal Service 

Directions: Answer the following in complete sentences, 

L. Name the four classes of mail and explain what materials 
each includes. 



II. Why do we have postal Eones? 



III. Describe three ways you can help the post office to serve 
you better. 



IV. List the types of freight. 



V. Write an interesting composition, "History of the United 
States Mail." 
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Ranking and Insurance 
Evaluation 



I, Define and make complete sentences with the following: 



(?0 




A. 


void - 


B. 


bankrupt 


C. 


collateral - 


D. 


promissory note - 


E. 


mortgage - 


F. 


ticker tape - 


G. 


principal (face) - 


H. 


traveler' s check - 


I. 


interest - 


J. 


governmt'nt bonds - 



II. List five rules for writing checks. 

III. Discuss some of the risks automobile owners face, 

IV, What type of automobile insurance coverage is most important 
to the automobile owner? V/hy? 

V. Explain how traffic accidents have increased our cost of 
living. 

VI. What things should a driver do when he has an automobile 
accident? 

VII. What is installment credit? 

VIII, List three ways charge accounts differ from installment 



IX. What two things does a buyer have to know In order to 
determine the cost of installment, credit? 

X. What are three advantages of borrowing from a bank? 

XI. Bonus question: Find the interest on each of the following 
loans: 



PRINCIPAL 



RATE 



TIME 



A, 
B, 

D. 
E. 



$20:, 00 

$450,00 
$800.00 
$380.00 
$250,00 



6% 
67c 

57, 



\ Year 
1 Year 
\ Year 



4 '^onths 
7 lonths 
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DIRECTIONS FOR COMPLETING MONITOR TAL SHEET 

A. Heading Information : 

1. Class ; Enter the name of the Interest-Based Currl ulum Area, 
®^ • Math For Industry * 

2. Teacher : Enter name of teacher. If more than one teacher Is 

. Involved, give the name of the teacher laanaglng the Instructional 
activity. 

3. Date ; Enter * .e date of submission of the monitorial sheet. 

4. Objectives ( By Number ): Enter the numbers of the interim- 
performance objectives covered by the monitorial sheet. Process 
and task level objectives should not be entered in this area of 
the form. 

5« Time Interval ; Specify the beginning and ending dates for the 
industrial activities covered on the particular monitorial sheet. 

B. Line Item Information ; 

1. Objectives : Enter the number (s) of the process/task level objectives 
Implemented to bring about the behaviors specified in the interim- 
performance objectives noted in A-4 above. Do not specify interim- 
performance objectives at the line item level. 

2. Estimated Time ; Enter the estimated time for completion of each 
process /task objective. This should be noted in terms of days to 
the nearest tenth. One day is equivalent to the instructional 
activity period for the given curriculum area for a single group 
of students. 

3. Actual Time ; Same as #2 above in terms of actual days and tenths 
of days utilized to carry out the line item objective. 

Date Completed : Date of completion of the Instructional activity. 

5. Teacher^ 8 Initials ; Initial each line item to signify completion 
of the instructional activity. 

C* Additional Information ; 

1. Objectives Not Covered (List By Number ): List those process/task 
objectives not implemented in the instructional activities for 
the given interim-performance objectives. 

2. QbJ.ective8 Altered or Added (List By Number; State Adjusted Ob jectiv( 
on Back of Sheet): Complete as specified. 
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;4atchltacheit Cencrdl High School 
Natchitoehot» Loultlana 

HonltorUl Sheet 

Class Tuacher Date 



Objectives (By itumber) 
Time Interval: 



Estimated Actual Date Teacher* f 

Obtecttves Time Tttne Covered Initial 



Objectives Not Covered (List By Ntimber) 



Objectives Altered or Added (List By Number; State Adjusted Objective on 
Back of Sheet) 



DIRECTIONS m XVSPlErm TEST RESULTS FDR INTERIM 
PESFDRMArjCE OBJECTIVES 



Hearflng Infon ^ aMon : 

1. Class ; ^ alter the rxLme of the Interest 

■ Based Curriculum Ares, eg. Math for Industry , 

2. Teacher : Ehter name of teacher. If more than one teacher 

is involved, give the name of the teacher luanaging 
the Instructional activitjr. 

3* Date : Enter the date of submission of the result sheet . 

Line Item Information : 

1. Interim Performance Ob.lective Number ; Ehter the code number 
for the interLn performance objective for which data are re- 
ported . 

2. Expected Proficitfncy Level : Ehter proficiency level speci- 
fied in the interim performance objective. 

3* Date Tested ; Enter date of testing for the specified interim 
performance objective. 

k. Group Average : Enter the average for the student group tested • 
Use the name statistic as specified in the interim perform ance 
objective proficiency level (see number 2 above), eg., if 

. 70% is the proficiency level then group average should be 
specified in terms of percent correct response. 

5. Number of Students Tested: Enter the number of students 
^measured for the specified interim performance objective* 

6. iNumber of students meeting the Ob.lective : Enter the number 
of students that scored at or above the expected proficiency 
level as specified in number 2 above. 



I 

i 



Sxample ; Upon completion of this, topic, students will show a basic 
knowledge of fractions and the termonology involved by 
scoring 10$ on a teacher made test* 

•! ■ 
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■ TEST RESUL^TS FOR INTERIM PERFORMANCE OBJECTIVES 
Class Math For Indus ti-y Teacher Tom Melain Dat e 7/31/72 
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TEST RESULTS FOR irrTERIM PERFORMANCE OBJECTIVES 



CLASS * TEACHER DATE 
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Performance 
Objective 
Number 


Expected 

Proficiency 

Level 


Date 
Tested 


Group 
Average 


Number of 

Students 

Tested 


Number of 
Stiulents 

Meciini!; Tht- 







































































































































































































































ERIC 



